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1. Requesting Agency

^ ts&ABxmm CF mmAL HBSHSHS

2. Division or Bureau of Requesting Agency

SPRUES mam STATE HOSPITAL
3. Authorization Requested (Check only one of the squares below).

•
Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

ACCOUNTING RECORDS

Bates* 1832
Quantity* 3U drawers in of flee and an estimated 100 cubic

feet in storage
Annual Accumulation* 6 cubic feet
File Arrangeasnt* Chronological
Disposable Amounts 120 cubic feet (estimate)
Audit* State

This item includes a l l standard accounting forms used by State
agencies as supporting data to the final books of entry. The
final books of entry are to be retained pArmannn£tyv .^cifScully

ths supporting records are*

Comptroller of the Treasury

Form Ho.
ffeflHxrflfKtani of Adjuafaasot

E-l-S Distribution of Charges
E-l and &-! Transmittal
BD-1 Certificate of Deposit and Bank Deposit Slip
R-2 (formerly MR-2) Ifonthly Report of State Fuada Collected and

Deposited
MjtfcribufciAn tfif tfntrp*n*&) fM** Obligated

6. Recommendation
of Hall of Records
and Board of Public
Works.
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7. Agency, Division or Bureau Representative

CA^C^U^JL^^I I'/-Lih
Title ' Date

Schedule Authorized as indicated in Col. 6 by Hall of
Records Commission.

•o2
f / Date

(K^^.
Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public '
Works.

Purchasing Bureau (Department of Budget end Procurement)

1-A
17-A
1D0-16
39-A and lO-A
CF-2
CF-1
100/21*
27-A

26-A
52
51

Requisition for Supplies
Purchase Order
Out-of -Schedule Requisition for Supplies
Stores Requisition
Copy of Contract Awarded
Capital Fund Requisition for Equipment
Actual Emergency and Repairs Report
Copy of Contract Awarded
Copy of Contract Awarded
Delivery Invoice
Notice of Award of Contract
Credit Memorandum
Report of Partial Delivery

Budget Bureau (Department of Budget and Procurement)

BB-1 (Rev.)

B.P. Inv. R101
B.P. Inv. R102
B.P. Inv. 6

Budget form ftos*
1 t h r a l l

PP-l-A

P-l
P-3

B-108
DMB-IOI

Formerly BB-1 and BB-2
Budget Schedule Amendnent Sheet
Report of Fuied Assets (annual)
Report of Materials and Supplies (annual)
Materials and Supplies Physical Inventory

(annual)

Budget Sstiaates Fiscal Tear (13 pages
including fara statement)

Pouar Plant Utility Report (monthly)
Farm Report (annual)
Farm Report (monthly)
Food Report (monthly)

Others
Vendors Invoices
Bank Deposit Slips
Bank Statements
Bank Deposit Rceeipta
Canceled. Checks
Check Stubs
Stock Record Card
Memorandum Receipt and Property Condemna-
tion Report

Delivery Order and Receipt \ , ™
Bid Fora ! /»«'*.'
C O P ^ T TTTijiî fT t^pnoy * T^ ' * A ^ r *
Doily Receiving Report ;
County Patient Maintenanco Bills
Inventory Work Sheets 1

CO
CO

s

t \ ̂ '•;i J i ;\'

'T.M>V



FORM HR-RM

(B-1-B3)

Hall of Record*
Commission

IA r r.
JT FOR RECORDS RETENTION Sen

. (Continuation Sheet)
,LE

SCHEDULE
NO. 278
PAGE
NO.

4.
Atem

o.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2*

33
DMH 16b
am 28U
CPB 103

- Patient • a Cash Receipts
Occupational Therapy Cash Receipt

. Oeoeral Fund gash Receipt
- Recreation Fund Receipts
i- Dally Feeding Record for Employees and

Patients
Daily Farm Report
Cashier's Report •
Cash Register Tapss ->
Storeroom Receiving Report
Pantry Inventory
Dietary fiaporta
Dooable Food Records
Priority Data
Seising Room Weekly Report
Requisition for Supplies and Material

(internal)
Equipment - debit and credit slips (internal
Meal books
tiithdraval of Patients Funds (Receipt)
Payroll Maintenance Card
Patients -'Absence Record Card
Notice of Cut-off or Changes within agency

EBCOSKElSiATIOJJl RETAIN FOR THREE YEARS CR UNTIL AUDITED, YfilCHEVER
IS LATER, AND THEN DESTROY.

ACCOUariHB RECORDS FOR taiCH DISPOSAL HAS BSm PROVIDED BY A GEHERAfl
RECORDS RETEHTIOS SCHEDSLEI

PAYROLL (Prior to July 1, 1953)* The agency copy of this payroll
fora is to be retained for five years or until audited, whichever
Is later, and then destroyed* (Oeneral Schedule Bo. G-l. Item 1-d,
approved by the Board of Public Works, January 11, 195U).

PAYROLL JOURHAL - The agency copy is to be retained for three years
or until audited, whichever is later and then destroyed. (General
Schedule Ho. 0-2. Item 1-d, approved by tea Board of Public Works,
January 11, 1951).

yEpVCTlQf/S
PAYROLL EXCEPTIONS, ADDITIOiB AND tiKCJiHTIUfc- • The agancy copy is
to be retained for three years or until audited, whichever Is later,
and then destroyed* (Oeneral Schedule Ho. G-2. Item 3-b,-approved
by the Board of Public Works, January U , J9$h)» \ \ ': ; '

PAT KftRHAHTS - The agency copy is to be retained for three years
or until audited, tdiichevBr is later, and then destroyed. (Qeneral
Schedule No. 0-3, Item 3, approved by the Board of Public Harks,
MaylO,l«5W- !
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of Hall of Records
and Board of Public
Works.
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BSCEXVim WBRAS2S . The agency copy is to be retained for three
years or until audited, whichever ie later, find then destroyed,
(General Schedule No. G-li, Item 3# approved by the Board of Public
Works, May 10, 1S>5U).

TRANSHITTAL FORK E-l or E-| (Comptroller of the Treasury Form) is
to be retained for three years or until audited, whichever is later
and then destroyed. (General Schedule Ho. G-5, Item 3, approved
by the Board of Public Works, May 10, 1 # U ) .

FtASTER AUTHORIZATION ' • .

This State-vide form of the Conrnisslonor of Personnel is the
authorization for entering the employee's naraa on the payroll or
for staking any changes in the pay rate* It also shows *11 pay
deductions.

RECO41ENDATI0NI RETAIN IMI£ ETiPLOYED USD FOB THREE YSABS AFTER
DATE OF SEPARATION, OR UNTIL AUDITED, VJiaCHEVER
IS UTER, AND THES DSSTRC3Y.

IEAVS RECGRDS

File includes the following records8

Leave record card - Fora SEC 128-A, a standard State^uido
fonr.j prepared annually for each employee

Leave applications
Doctor* 8 certificates

.\
RECOTC-ENDATIGNl RETAIN FOB. T4feg! TEARS CSt OSTIZ, AUDITED, WUCHEVER

1 5 LATER, Aim THEN DESTROY.
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